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How to approve invoice - SAP inbox navigation - VIM Workplace - SAP Business Workplace
SAP invoice inbox can be accessed via:

= VIM Workplace transaction
=  SAP Business Workplace transaction

Both transactions can be found using the search bar at the top of SAP Business Client panel.

= SAP
E T, Index = VIM Workplace — Personal View o »

u vim

i [% Start transaction 'VIM'

. Favorites e

.y Search for 'vim' with Desktop Search
~ System Favorites Favorites and Recent lferms

« Vendor Line tem C T.r VIM Analytics 7.50 (JOPT/NIM_VA2)

' v VIM Analytics powered by SAP HANA _
I * SKF Ariba Network

17 VIM Workplace — Personal View

LRIV ENEN O & VIM Workplace (/OPTAIM_WP)

* VIM Workplace — F Ay Work Area

For easier access, the transactions can also be added to Favorites section as shown below.

i= Business Workplace of Krz... ° »
:E “ 4 o Search or enter application name or transaction code
Favorites * 5 Menu , & v | & @ 3 @ | TPNew messa
Business Workplace of Krzyminska Justyna
Add to Favorites x 8@
Name: Business Workplace of Krzyminska Justyna ] Workflow :

Vendor Name
SKF ASIA PACIFIC
Create In: @ System Favorites v | | New Folder... SKF ASIA PACIFIC
SKF SVERIGE AB
SKF SVERIGE AB

SKF ASIA PACIFIC

Transaction Code:

VIM Workplace

1. You can see invoice image as well previous comments in the Details tab on the right-hand
side (if you cannot see the Details tab, select “IShow Detail Pane iy the top menu)

2. Highlight the invoice row to see the details for selected documents

3. Click onthe Execute icon in the invoice row to approve the invoice or reply to AP Processor
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VIM Workplace — Personal View
opentext-| Vendor Invoice Management for SAP® Solutions

|
Q)& F MV EL s S . B .. | show: 500 .|| [EL| [ choose Buk Action 4 [ Image (=i Line Items | T3 History 82 Comments |82 Actual Agents I
(e T B =

7 & Send to Ext. System (15 e 1° |* R 4
= Process Comments
My Inbox (4 Hits) -
ess
Pri CoCode Document Id Current Role E)((e Er\ Res./Rep. endor Changed By:  Apoorva Krishna Murthy (FES243)
9840 A LS 8058905  Deka Trans Transporte 5p.2 0.0, Changed On: 2022-01-10 11:57:55
9840 3 1= 8000668  LINNE AB KONTORSMASKINER
9840 o8 1 8013270  Fabryk Narzedz Speciahych 55d
9840 & | & 8013270  Fabryki Narzedz Speciaych Hi

Please confrm s this an invoice or not, if yes please confrm the nvoice number.

Thanks
4 Process Comments U1, Cot Ln 1-1Ln 13 of 13 Ines
Cl I B @i BS

[ Approval Comments - No Entry

4. NOPO invoice approval / rejection: Verify invoice amount and coding details. If all
information is correct click Approve button at the bottom of the page. Otherwise, If the
coding or invoice header information needs to be corrected, click Reject button to send the
invoice back to Coder.

Addtonal Detais

Vendor 0008013794 Henryk Sienkiewicz Akom Frma I Document ID 100001127865
Vendor Invoice # 42021/001055 Payment Terms 2009 within 45 days Due net
Company Code 9840 Invoice Date 2021-07-31
Invoice Amount 10.683,36 Tax Code I2 12 (PURCH DOMESTI.. v 1{3
Net Amount 9.892,00 PLN Auto-Calcul Tax
Expense Type: ST ST-Standard v  Credt Mer Tax Amount 792,38 2
v
< > I . < >
QR (D VAT balance: 0,00 Balance: 0,00
Please Enter or Change G/L Account Information
S... G/L Acc Short Text Cost Ctr | D/Cindic. Item Amount Percentage Tax code Order i
5 46340000 Cleaning 98409X13 | DBT D.. v 696,00 7,04 I2 I2 (PURCH DOME. v
,_t? 46340000 Cleaning 98409X13 | DBT D.. v 696,00 7,04 12 I2 (PURCH DOME. v
g 46340000 Cleaning 98409X13 | DBT D.. v 2.784,00 28,14 12 I2 (PURCH DOME. v
ﬁ 46340000 Cleaning 98409X13 | DBT D.. v 5.600,00 56,61 I2 I2 (PURCH DOME. v
&7 46340000 Cleaning 98409X13 | DBT D.. v 116,00 1,17 12 I2 (PURCH DOME. v
< > < >
§» Add Comments [Z Refer & Approve £ Reject %>  Retum to Inbox

5. Replying to AP Processor query: Read the comment from the AP Processor in the Detail
pane at the right-hand side. Choose option Refer in the top left corner (If you cannot see

Process Options, click =" %% in the top menu).
6. Type your comment. Click Save and continue without choosing specific user from the
prompt list.



Process Options for: Information Provider
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7« Edit Comments 100001498129

qut\on - Description
© Refer tRefer to AP Processor
o °
0
Basic Data Line Items Accounting Tax Process

Current Comments

Correct PO number 4300118356

Other Data

[] 1nvalid Tax Info (NPO)
Vendor Data

T =
vendor Number Lbuzzue =l Disphay Vendor

Vendor Name Bemo Motors Sp. z 0.0.
Name 2
IBAN PL97105015201000002347302081

SAP Business Workplace

1. GotoInbox /Workflow to see your documents

Part. Bank Type 1

Bank name 1
Bank Account
Bank number

x =

2. Toopenaninvoice double click on the document line or click on the Execute icon
3. You will be taken to the invoice approval screen as shown above

Business Workplace of Krzyminska Justyna

v ¥ Workplace: Krzyminska Justyna
v 2 Inbox

« #] Unread Documents 0

. ':] Documents 0

> I Workflow 30

+ 1 overdue entries 0

+ [ Deadline Messages 0

« [ Entries with Errors 0

2 Outbox

O Resubmission

2 Shared folders

17 Subscribed Folders
« i Trash

« 10T Shared trash

>
>
>
»
>

Related articles

9@ G| =
Workflow 30

Vendor Name

SKF ASIA PACIFIC PTE. LTD.

SKF ASIA PACIFIC PTE. LTD.

SKF SVERIGE AB

SKF SVERIGE AB

SKF ASIA PACIFIC PTE. LTD.

SKF DANMARK AS

SKF (U.K.) LIMITED

SKF Lubrication Systems Germany GMB
£ SKF Lubrication Systems Germany GMB

I . B EE . =% AT L

Exe... Title

%, Process Document 100004232991
%% Process Document 100004233016
%, Process Document 100004233339
%% Process Document 100004233770
%, Process Document 100004234219
%% Process Document 100004236206
%, Process Document 100004236972
%% Process Document 100004240967
% Process Document 100004240968

Work Item ID Creati...
63973660 2025-...
63973755 2025-...
63907567 2025-...
64084699 2025-...
63976153 2025-...
63968810 2025-...
63975636 2025-...
63980152 2025-...
63980241 2025-..

SKF Lubrication Systems Germany GMB

% Process Document 100004240969

The invoice was issued for incorrect amount, | want to reject it

| want to change invoice coding before approval

63980251 2025-..
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